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Digest:
2015 Currency Review – Republished with current Forest Supervisor’s Signature.  No other changes.    
51- Employee safety and security
51.1. – Procedures
51.1.2 – Visitor Identification and sign –in system for all Ottawa National Forest units and employees. 

51.1..3 OBJECTIVE.  The purpose of the Visitor Identification policy on the Ottawa NF is to maintain a safe working environment.  
51.2.4 Non Forest Service Visitors.  

51.2.4.1  All visitors will be checked in at the front desk by an employee before entering through the security door.  The person checking the visitor in will ensure the visitor records (printing) their name, the person they are visiting, and the date and time, before issuing a visitor badge.   

51.2.4.2  The visitor will be required to give the name of the person they are visiting.  That person will be called to the front desk to meet their visitor. In the event that the person is not available, the visitor will be asked to wait in the lobby.   If you walk to someone’s office to check their availability, the visitor does not accompany you.  This is to ensure the visitor’s host is ready to receive them, and not on the phone or in a meeting.

51.2.4.3 All visitors visibly display their visitor badge while in the building. 

51.2.4.4 The visitor shall be instructed that in the case of an emergency the individual they are meeting with will direct them to the appropriate exit and meeting place. 

51.2.4.5 Visitors shall be escorted back to the front desk to be signed out and to return the visitor badge, if they were assigned one, before leaving the building.

51.2.4.6 The individual working the front desk shall be instructed to bring the visitor log with them in the event the building is evacuated to ensure that all occupants are accounted for.

51.2.5 For Forest Service visitors from a different duty station:

51.2.5.1 All visitors will be checked in at the front desk by an employee before entering through the security door.  The person checking the visitor in will ensure the visitor records (printing) their name, the person they are visiting or meeting they are attending, and the date and time, before issuing a visitor badge.  For Ottawa or other Forest Service employees, wearing a visible linc pass or other Forest Service identification badge is an acceptable substitution for being issued a visitor badge. A uniform name badge does not meet this requirement for identification.


51.2.5.2
Once a person is validated as a Forest Service employee and note their purpose on the sign-in sheet, they may enter the building without escort.


51.2.5.3
All visitors will visibly display their visitor badge or Forest Service identification badge while in the building. 


51.2.5.4
The visitor shall be instructed that in the case of an emergency the individual or group they are meeting with will direct them to the appropriate exit and meeting place. 


51.2.5.5
Visitors shall be directed to check out at the front desk and to sign out before leaving the building.


51.2.5.6
The individual working the front desk shall be instructed to bring the visitor log with them in the event the building is evacuated to ensure that all occupants are accounted for.

      51.2.5.7  
Unit Managers and Supervisors will insure that all employees are trained on these procedures and that they adhere to them.  
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